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THE DEVELOPIIENT OF * ■ , 

TEACHING UNITS FOR OFFICE EDUCATION SIMULATED PROGRAMS 
FOR USE 115 THE STATE OF NORTH DAKOTA 

Summary " . „ 

■ The purpose of this Excnplary Pr^ect in Vocational Education ^-^r 6he 
state of North Dakota was to develop simulated office education- materials 
for use in busincBs and vocational office education proprans. Occupational 
Models" x^as selected as the Identifyinf. nane for the concept developed at the 
'university of North Dakota, Department of Rusiness and Vocational Education, 
Dr. John L. Rowe, Chairraan. 

c 

Each of the 24 modelr, available contains two kits: One for the student- 
etaplovnc. one for the teacher-supervisor. Additionally, a. teacher s manual 
was written to accompany the models, for a total of 49 separate kits. These 
A9 books comprise a "Library of North Dakota Occupational Models. 

Occvipational models are self-contained instructional packets developed . 
from actual .offices in the state of North Dakota. They duplicate many of the 
demands, p^-kssures, and problem-solving aQtivities confrontins of fice ■ 
emplo^. Models provide a realistic educational experience for students unable 
to participate in a cooperative office experience program. Model instruction 
may also be used to broaden and enrich the cooperative plan,- as well as provide 
a career exposufe and guidance technique vehicle. 

During 1970-71, personnel involved' in Phase I of 'the project conducted^ 
the following activities: (1) reviewed simulated programs and materials from 
other states and commercial sources , (2) established and refined the Occupa- 
tional Model Concept," (3) initiated interviews with 69 North Dakota empa/5yer», 
(A) conducted job analyses of office positions within the companies selected, 
and -(5) activated piiblic relations efforts to promote the exemplary project. 

The 1971-72 year was devoted to the writing of the 24 model.^, as follows: 
(1) preliminary organization -of data, (2) standardizing of format*, .^3) developing 
and x^ritihr models through individual and team effort. Approximately 6, OUO 
pages of simulated materials, including forms and supplies, were developed 
during Phase II, for a total of 24 models, or 48 kits. 

In 1972-73 the models were reCined, duplicated, and distr-tbuted to 18 
secondary office education classes throughout the state for field testing. 
Approximately 325 students participated, with 282 resj^onding to an evaluation 
Instrument upon conclusion of the experiment. Exemplary project personnel . 
made from three to five visits te schools during the-pilot test. Subsequently., 
the models wore rovisod, bnr.ed on teachcr-Zstudent suggestions. 

Classroom tochniquos Implemented in North Dakota office education prograrns 
were incorporated in nie"T:mT-^^Teactrer's>manual. as well as orientation and 
teaching methodologies. This book was written during Phase III. % 
public relations -activlLies were again conducted, including news releases, radio 
spots, personal letters, speeches and publication of articles. 

iil 



iv 



A final project of Phase ill wan to>conduct a detailed ana^si» it)f the 
office erafdoyees' survey undertaken durinp, Phase I. This included^asks, 
madiinefiused , education, social interaction, and present and prior ^ob 
experience. • » * ■ 

Models are vocationally floxlble. They prepare students for work in ^ 
^ small, medium, or large offices. They are also instructionallv f Icxlbler- '^'^ 
allQwing' implementation in small, mediura,^or large scho^l^j^- HTfoir variety 
of model difficulty levels- provided, this' instructional 4>lan is. s|iitaB^ "fri ^ 
hi^h-, averar,e-, or lox^^-ability students. Tlie model deslfjn allo\^s the studen 
to work independently and at his own pace. ^ 

The career cluster concept is a built-in fe^ure of the model plan, 
allowing a^a^ttdent to explore several office positions within one industry; or 
one position in a variety of fields, 
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EXEMPLARY PROJECT IN VOCATIONAL EDUCATION ■ 

■ Business and Vocational Education "Department • - ' , 
Universicy of North Dakota 

* ' ' ' 

Dr. John L. Rct^c, Chairman 

«• Time Period . . _ii ^ 

The exemplary project began with the academic.year Reptemter 1970; and, • 
excluding sunraers, continued until Jun e 30 , 1973> _^ ^ 

Problem .Areas - ■ 

\ • 

■ -The problem, of providing adequate ..ork stations for young people wishing : 
to enroll in the vocational cooperative office education program is a monumental 
task. ^?here x.ork stations are avallabie they are limited lij^ numb errand often 

-inadequate for training purposes. In some cases these station^^ are not repre- 
aentative of the best practices in office procedures, Trainees are also 
sometimes- assigned repetitive or menial tasks; and as a result, they do no ^ see 
the total office function. Addltl6nally , the less- tlian-ave rage student may be 
difficult to place even where training stations, are available. 

• Trainees are occasionally mismatched in the placement process as well. Tfte 
dearth of afipropriate work stations often makes it impossible for the teacher- 
coordinator to change a trainee's assfgnment- once he has been placed. This cah 
prove detrimental to: the student because his experience with office work through 
>a single company may thus be distorted. 

Students, therefore, need a broader exposure to the reality of office work 
than is. typically available? in many communities. - 



Ob jectives, , 
The purpose of this exemplary project Vas to develop, slmulated^teachlng 



^^afiketis for Nortif Dakota of flee education programs. These simulated materials [ 
should be applicable within the classroom, as follows: 

1. f ot students in small communities where adequate work stations are not 

• ■ I 

• ■: 

available to meet the heeds of the program, — . ^ - ^ — 

2. for stiidents in larset^communitie'^ needing a greater breadth of dxperi- 

ence in office activities • * . * ' 

3. for Students with less-than-average abilities who. wish t6 .upgrade their 
skills and knovrledge prior io placenent- on a xrork station. ^ \ . 

• ' 4. for students who, because of personal or famj.ly reasons, do not desire* 
plac^ent on a work station . ' **. . •. " 

5. for students in any situation who desire supplemental of flee work ^ « 
experience; either prior to,' or concurrent with, placement on a work station. 

' / ^ ^ . 

6. for students in any situation who desire to discover their aptitudes 
and into*«sts; either prior to, or concurrent with, placenent on a work stations 

a. through exploring on^ off|ce position In a variety ofgbmpantes ; 
i.e., secretarial work in banklrit»T Itisurance^ agri-businesses,, retail, and 
. medical. ; 

b-. through exploring several offipe posi1;ions within one type of*"' - 
business; i.e.. secretarial, clerk, typist, and bookkeeping positions In 

M . « ... 

the insurance field, . ^' 

• • Project Do nirin and Procedures 

J 

Phase I. 1970-71, was usgd primarily for research and deve^opmo;^; . This 
Included a survey of literature and materials available for simulated office • 
education programs; as well as a state survey o£ businesses and of fly. employee 
activities; nn<l n survcv of cxlRtlrfg vocational. .pff ice education programs. 

Phase II. im=22. was ^cnt In developing and writing office simula^d . 

' ctirriculum materials for classroom use. basftd on the data gathered during the 

.... 

flcs-t year, , • • , 
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• Phafee iHi 1972-73,s.w.is dcsifpJtted^as' fch^,field teatW a^d^efining 
I^roce J for the Votal nrog,r4m.* This ihauded^the writing.- oV '/teacher's manual 
to'accompaa^^H^'mdels', as veil as opportunity for in-sorvico training in the 

• • . •. ' ^. 
|>roper use of the materials.*' 



Phase 1—1970-71 .. ' , " ' " ' * • . . ^ * 

' * various simulated ofhce education pr^j^a^s a^d san.ples df ^affl^^ .rmulation 
tnaterials were reli.wed to <levelpp sp^^ific exemplary program goal* objectives 
This* analysis -led ^o formulation of the'North Dakota Plan for Vocational Of f ice 
Education—the "OccupationarHodel Concept." . ; 

Occupatio>aL models 'are s.U-contained puckets of simulated instr-uctiotial . , 
materials providlttg an orientation to office ^ork typical to business. firms in • 

the state of ITorth pakota. ' -> .-.^ - • . ' s 

' The n..unntional Outlook ilanctok was^used as. a^-^:d- In selecting a.-repre- • 
aentative stratified ^^^^^^plc of offices and businesse's common -to the state 
^ of North Dakota.;.' nf forts wcr-; made to 'include of fic^ positions within .ach, of^'. 

the industrial classificaUons in the "h^dUok; . A tdtal of 69 companies.'.^>e ^ 
Xselected. with 171,offica employ^,, identified for- the job analyses, -<See Tablei.^.X 
1_ Basic d^ta gathering instrument^ were developed, including an employer 
interview chpcklistT^nd an employee Job* analysis form. (See Exl.ibits • 
The remainder of, the year was spent in conducting interviews with those' 
company employers named in the selection proce>3. followed by Intervlowa with 

participatinp, employees. ^ [ . 

pJblic relations efforts were also Instigated in order to pufclicl.e the 
a:.emplary program in office e</ucatlon for the state of North.Dakota, . 

Phase 1 1—1971-72 ^ ,. , . 
■ '' ' "Tne~major-actIvitl>^ndUc^ £he s.econd phase of the^ exemplary 

. program included: (1) orient^^^foK to the work completed Kluring the first- year . - 



(2) designinR the format for writinp the North Dalcota Occupational Models, <3) 

/ >^ 

selectioti of models to be written from availably data, and (4) actual writing 
of the 24 models* * v a* " 

DesigninR the baric format ,for all models was a prinfe factor in the yearns 
worif* It was de|ermined that two kits would comprise each model; one for the 
student-employee, one for the teacher-supervisor. 

The student-employee kit of each model contains: (1) performance goals 
~and a self-evaluation form, (2) a company personnel manual, whichi serves as an 
.introduction to that specific business-^iilcluding organi^^ition chart and office 
layout where available, (3) a procedures mantial, a self-help booklet simulating 
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the coii^any files and specific procedures, andVs) working 'projects. Tim latter | 
Includesa brief description, detailed iristructionfe , Vecommei\ded equij^i^t and 
sui>plles, and a step chart. This chart illustrates the logical flow of individa* "| 
al duties to be performed in carrying but the total project, forking papers and >, 
suppiy^forms are also an integral part of each model. v 

Th§ teacher-sCupervlsorVs kit contains: (D supply forms' for reprodiiclng> 

. (2) inatructie>ns for that particular model position, (3) evaluation sheets ana 

\ ■ • ■ * . ■ ■ ^ ; ' • " 

/ ' ' V ' - . " ^ 

check-lists, (4) a key for each project. Including correct examples , (4) » dlTCtatiort; 
material's, \A\6n applicable, and' "(5)* cohtingency sterns — extra projects— to 'be 
added or inserted. These provide a realistic "office' pressure** atmospher^. 

The writing staff developed the. first model, entitled, "Sefer^tary," Mlnot . , 
Builders Surply , as a joint project. Many hours were 'spent in consultation with 

graduate faculty advisors in refining this first model. The second and tUlrd^ ^ 

^ \ . , ^ ^ • * . 

models vjcrenro^Iuced In to.ams. ^it two* Following revlsioruS and faculty approval, 

each graduate assistant developed and wrote indlvid^hl models. Approximate 

- w*+tin8--ttiwe^ jjIx to nighty weeks per model, for approximately 150 pages each. 

( ^ 1 ' ^ 

* ' Exhibit V dc^^ribcs j^the 24 models written during Phase II, 19/1-72. 



In order to' verify d^atn imd ascerta|n that project instructions were, in 
■fact, indicatlire-^-tHte-'^lintri^ti=^)«±ce,-^^ ^taff-wmers-^ 

to revisit 55cvcrai business establishments. .For the. 24 office positions 

f ' . ■' '■ ■ ■ * ' . 

represented in North Dakota Occupational Models, therefore, a number of detailed 

..*;■,< . ■ •>'•*, 

personal conferences were conducted with office personnel. These compmiiej 

W^re particularly cotnmeniled for tfieir contribution to vocational education in 
the s'tare\^f NortJ Dakota. 

Phas e- III— ^972-73 ' \^ . - 

' The third year was designated for field testlnc and refining "^the 2A 
ocQfl^ational models produced during the second year. Complete &tandard'izatlon. . 
editing, and preliminary revisions continued throughout .the fall s^ester. . 
Proofing «nd -editing time averaged twenty to twenty-five hours per model. 

Orientation procedures for the' 18 participating field test teacher-coordln- . . 
aVors began during thj 'fall as well. TL.- list of ^^johools and cooperating teachers 
•can be f.ound in Exhibit G. With the exception of Fargo, South, and Valley City 



high schools, two wodels were tested in each vocational office education program, 
-.on a rotation basis. One copy of the student-employee kit was distributed -t-o 
each student, including supplies. - A desk copy, plus the supervisor's kit went 
to the toacher. In many cases graduate assistants presented an orientation l^ctur 
• to'the cUss'; so that students would have a basic understanding o| the program 
andf thoir role in the experiment.' . • * 

Thereafter, <*ach graduate assistant made weekly telephone calls to his 
assigned school for the purpose of providing help and suggestions toJh%^teachcr^ 
Field test instructions and eJ»^aluitl^m-^^^e1:s7>ml^^ t^^ teachers received are L 
presented In Kxhlbitr, ^h'^iigh'!:.' ' • ^ • 

' Numerous public relations' projects were Initiated concurrently with the 
field test activities. These included: (1) news releases to evety paper in 
whloh cither' a partlglpatinf;" h'unlncss or n field-test school was located. 
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(2) personal letters of cr .Wndation, (3) speeches given at national educational 
' ■ conventions and sch. ols, (4) arti " lished in University of N6rth Dakota 
'and national publications, (5) a radio spot on 29 North Dakota radio stations, 
and (6) the •development of a^ slide" series typifying the exemplary -program through- 
f -out the state. Exhibit L illustr'ates ^ personal letter, (item 2 above). 

Valley City High School used a variety of tnodels-a single copy of each- 
.. as a career exploration technique. Student-employees were not required to complete 
a model. Rather, they worked two weeks in each position. This provided Utu^^nts 
an opportunity to determine their interests and aptitudes in relation to office 
wotk in a vari«^ty of companies and positions/ 

• - ' Fargo, Souch. High School tested the -concept of a .|ull-scale model office. 

implementing "a variety of internal office operations, forms... and pr6cedures. . 
With 13 occupational models at her disposal, the teacher-.coordinator had the 
, flekibil^-ty of adjusting, model instruction to suit the needs /of a particular 
■ class. This experimefft is indicative of the type of program that is possible 
- When teachers have a full library of North Dakota Occupational Models. 

- At the. end of the " Jield^tcst period, graduate assistants conducted exit . 
interviews -with*participating teachers, and UZ students. Of the original 325. 

• students vho participated in the experimental instruction; .Scranton. North Dakota. 

- did not^omplfte the field test. Absences . accounted for the additional ^27 st^dentl 

• not available to respond to the stu#nt opinionnaire ,on the day of the exit 
' interview.: T^e results of the students' evaluation of the 'field test is^ described 

In the f indliins _ sectibn„^_tM8^epfitt. : /- ^-^^ 

included m the activities conducted during Phase Ill-was the writing of a 
lOO-page teacher's manual to acconpany the North Dakota Occupational Models. This 
■ : booklet incorporator the vVious .techniques impWntcd in .the field te^t. as well 
■ ', as orientation and teaching ncthodologlea. - " . 

Baid on toachcr /student recommendations and Buggestiona. the 24 models were 



again revised, p-rior to final prlntinp,. This averaged ten to fifteen hours 
per* model. .■ - 

During the spring of the third year a detailed studywas conducted o| 
the JoS analysis forms returned from participating North Dakota office employees. 
The results of this survey are described in the findings section of this report. 
(See Tables I- IX) 

Jerome J. Mack, Grand Forks Attorney, was contacted for the purpose of ' 
Initiating copyright procedures for the complete library of North Dakota Occu-, 
pational Models, which includes the teacher^ s manual. This was conducted through 
attorneys in Washing^ton, D. , resulting in one copyright for the entire library 

of A9 kits. ' . ., . 

The Department of Business and Vocational Education at the University of 
North Dakota undertook the printing and distribution of 101 sets of occupational 
models. This involved the printing, assembling, packing, arid shippirig- of approxi-^ 
mately 325,000 sheets of paper— a total of 4,9A9 books. Of this "riumber, 80 sets, 
or 3,920 kits, were sent to the State Board for VocatlOTiat Education at Bismarck, 
North Dakota, as fulfillment of the exemplary program contract. An additional 
21 sets were prepared for North Dakota high schools and out-of-state orders. 

A two-week workshop., entitled "Model Office Simulation Strategies," was 
designed for the 1973 summer session in the Department.idf Business and Vocational 
Education at the University o^, North Dakota. A major. pSrtibn of this course- 

* . ' - ^ - 

focused on implementation of the North fiakota Occupational Model ^lan. North 



^ako ta teacheY^cbotdiriatorsT^s well" as nochefi^eurelUes , learned^ how Lu use Uwai , | 
office educatiori simulation packets in the following ways: (1) individualized 
Instruction, (2) position simulation, (3) career exploration, (A) full-scale 
simulatlon/modeX office. The teacher's manual served as a major reference. 

The exemplary program staff was seriouslx handicapped during Phase III, 
because of the cutback in vocational funds. Rather than five graduate research. 
■ servlcfc anslfltantn au(l_fullztjja(LJieci^tary^lvl*--we?e^avft^ 



project' during Phases I and XL; the program operated x^ith three assistants and 
a' three-fifths tine secretary. Additionally, because of personal reasons, the 
third assistant was also lost to the prop.ran during the early part of the spiring 
semester. Tliis left two graduate assistants and the secretary to carry the 
burden of the responsibilities* 

Follot^injTls a' breakr^own pf approxlmrite man hours represented in the 

exemplary progran, 1970 through 1973. 

TABLE 01 . - 

. APPROXIMATE MAIMIOURS REPRESENTED 
, , \ \ IN TilE EXEMPLARV PROGRAll IN VOCATIONAL EDUCATION ^ 



Personnel 



North Dakota 
offices . 



Nq.'^^ , Description 



171 employee interviews 
(? 1 hour each 

69 employer interviews 
Q 1 hour each 

86 employee job analyses 
, 0 10 hours each ^ 



Hours * floinrs 
Sub-Total Total 



171 

69 
860 



.1,100 



University 
of North 
Dakota 



lis graduate assistants 

@ 600 hours each 7,800 

5 graduate faculty advisors 

0 100 hours each - 500 

c-refe^y-^^-years)- ""^ " 
0 1,500 hours each 4,500 



12,800 



North Dakota 
schools 



18 teacher-coordinators 
0 2A0 hours each 

325 |iiGh school students 
0 120 hours each 



TOTAL MAN-4I0URS ESTBfATEI) 



27,000^ ^^, 3».000 



,52,900 



Library of ^lorth 7)akota Occui^ttonal Models ^ . . 

The North Dakota Occupational Model plan shquld provide every student in 
the state vliose career goal focuses on office employment the opportunity to be 
vocationally prepared fpr^some level of office work. 

As a result of" the exemplary .program, simulated office education materials 
appropriate to an agriculturally dominated state have been developed. A major 
criterion was established during the developmental stage: The materials should 
be realistic /relevant, and meaningful for students at' every ability level. 
Additionally, the instruction packets js/ere to be designed so that they would be 
used by teachers / no matter what type of program, facilities or ^quipnent are 
available. . • 



The 24 models focus on the perforfrrance of production projects which take 
place in a variety of North Dakota ^fiices. Thus ^the occupational mo<tel concfpt 
can substitute or enrich the cooperative office e:}^erience. Rather thai sending 
the student out on the Job, however, the Job has been brought to the^ student. 
Each of the 24 models available contalng_ two kits^ f one for the student- 



^eTnployjee.,.=fi«e=:^£tn^ SSRHTlonallyTlMieacher's manual was 

written to adcompany the models, for a total of 49 separate kits. These 49 " 



books comprise a "Llbriiry of North Dakota Occupational Models 7"^ A list of 
o<icupatiqnal, models, together* with descriptions of each, can be found in 
Appendix B, Exhibit F. 
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Survey Results; North Pakota Office EmpIoyeeF . ^ 
Of the 171 office employees who were interviewed during Phase I of the 

exemplary project, 86 submitted the completed job analysis forms. Occupational 

- * 

models were developed froni these materials during Phase II. ^ An in-depth study 
of these detailed questionnaires produced the data described on the following 

TABLE I ■ 



NORTH DAKOTA OFFICE EMPLOYEES 
JOB TITLES 



Office Employees 



Number 



Percentage - 



Clerks 
Bookkeepers 
Secretaries 
-General. Office - 
Office Supervisors 
Recep^onlsts 
StenograpHers 
Clerk-Typists • 



26 
15 
14 
8 
8 
6 
5 
2 



33 
18 
16 
9 
9 
7 
6 
2 



86 



100 



-ipage^* This analyses, portrays* the* dii£iS| and responsibilities of -selected 
employees in North bakot|t-of flees; machines, used in the operation of .their 
jobs; the background of these employcies 1^ terms^^ 

and qualifications; and the percent of time, spent on social interaction.. 
Table I provides a breakdown of the job titles of the 86 responding 
—employees Th e 24 occutmtlonal'nTtode l s 'd e ve - l oped- - re flect -t^^^ 



selected North Dakota office employees. However, a number of the secretarial 
■ models incorporate duties generally performed by workejrs described as "general 

office," employees. This is due, in part, to the fact that many North Dakota 
* offices are small, and the office workers often perfottn a variety of duties 

no matter what Job title they are given. 



TACLE II 



DISTRIBUTION OF TASKS PERFORMED BY 86 SELEpTED 
NORTH DAKOTA OFFICE EMPL0YEB6 



Performed 

Job Tasks Task Percentage 

1. Flle > retrieve, organize, store, discard 68 _ ^ ^^79^^ , 

2. Verify— -se If or others * 66 77 

3. Mall— Incoming, outgoing, prepare," distribute 64 74 
4# Personal Information contacts— phone, face*no*face 61 71 - 

. 5. B^lc arithmetic operatlons^-exfeend or diecfc amounts 55 _ 64 , 

6.- Type~ correspondence , envelopes, cards, ^memos 53 62 , . 

7.. Sort^ -^classlf y^, matctr,"^count, total, record: clerical 47 55 

8f Bandpoat — ledgers > journals, lists, records 45 52 
9. .T ype — labels, lists, tables, miscellaneous, 3% . 

10. Vpdate records, lists. Inventories, supplies 3f 36 . 

11* Compile data — for reports , records , Information 30 35 

12. ^pe — reports, records, lists (financial, business) 28 33 

13. Tyf>e— orders > tabulations > bills, checks. Invoices ''22-26 ' 26-30 
.14. Recorii-kigcpin g — checkbook , petty cash, records 22 26,, 

15. . Errands or unusual requests „ 21 ' 24 

16. Keep time carSs^V^lme records, payroll; bank deposit 19 22 
17. , Balmi'Ce ^or reconcile accounts i records; feompUte 18 ^ ' 21 - 
18^ ~ DlctaVfon ; correspondence,- memds; transcribe 17 20 

-19. COTipose letters^, reports , inemos " • 15 17 

20. Tirm^scrlbe by machine ; ' U ^2 

21. jScheditle .appointments or reservations 12 . 14 
72. Cleaning, arranging, organizing .11' 12 
23; Type manuscript s, minutes, 'agendas,, reports^ masters .8 9 

24. ' COTiplle lists from, other sources . 8 ^ v 

25. Analyze or sblve problems (other than required above) ^ 7 ■ 8 

26. Direct or schedule work for others ' 3 3 , 



Table II lists in rank order ^hpse duties mosf often performed by the total- 
office employees respoYidlng. The duty ranked first by 68 (7^)^ the office 
employees was filing— including retrieving, organizing, storing, and discarding. 
Most occupational models contain some filing activities. 
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The task ranked .secdnd by 66 (7?;?) of the employees was verifying work, 
(by self or others) to d^etennlne accuracy* Every model emphasizes the rteed for 
^ttrrful -proofreading and checking. Some models arc designed so that worker 
coc^eration is necessary to verify work. - 

Ranking third was the preparation and distribution of mail, as evidenced * _ 
by 64 (74%) of the employees^ Every occupational model, and nearly every project 
of* all models, contains this" activity. A variety of methods are provided-, »o 
that the student-employee shopld be exposed to many opportunities to fuhctl<m' 
In this tasic. • / ' ^ ^ 

The fourtli ranked duty by 61 (71%) employees Involves the r^elvlt(s^J>r^^ 
of information, over the telephone or In person. ' T^ile It- was Ic^osslble 
to design^tfel^phone projects In every model, the ''Telephone Cleric," Northwestern 
Bell Telephone CoTT^ar^ 1re>del Is designed around the^ use of telephone equipment^ 
land correct personal-contact technli^ues^^^^ . * . . * * 

The duty ranked fifth by 55 (64%) of, the employe^^HLavol^s basic a^rlthmetlc 
operations. All bookkeeping and clerical models, and many of the secretSl 
models, contain computational activities* " * - 

^ Although typewriting operations are ,not Included '4n the top five ranked 
items, as reported by North Dakota office employees. Items raijked as 9, 12, 13, 
and 23 all involve typewriting. Additionally, typinc Is used for a variety of 
Other duties and 'tasks, such as composing letters, transcribing dictation from 
machine or shorthand notes* Every occupational model contains typewriting^ 
p^rojecta, although the secretarial, stenographic, and clerk-typist ipdels use 
the, typewriter to a greater degree than bookkeeping or clerical models* 

'Table IIJ. indicates the use of office machines and their frequency of use 
by job titles. Tlie typewriter, telephone, ten key adding machine, and the 
copying machine were found to be used .the most often by office employees. The 
occupational models use the typcv;riter the most frequently, with ,the ten-key 



TABLE III 



USTH- OF BUr.INK!:H HACiiliri-.n IN mi'm d'aKOTA OPl'lCKS AS RKVi-AUD 

., uV fie'sKLKcrw) kokhi da!;ota ovviqi i'Mi?i,0Yi:ii:s ' - , 



Machines 



P 



U 

u 



o 

CI 



O 



Bookkeeping Knchina 4 
Cash Rc!£lster_ 



1 



0 0 

1^1 



eiieck Proteclior ~ 
Check* Writer 
Copying' Macliine * , 
Klectrlc taJ.cuiator 
Fluid ^Duplicator ^ > 
Full Key Adder ^ 
Intercom 
EdstsgG. Met^fir - 
Printing Calculator 
Swltdiboi^rd 
T^pa Ivecor^er 
Tclo phono, . ' N, 
Teletype * 
Ton Key Adder 

\ 

' Tra.nacrlMiif, Mnrliinc 
Typewriter 



00 
u 

u 
u 
o 

Pt4 



CO 

u 
o 
o 



4J 

g 
u 

O 



M 



v: 
u 



2 
1 



2 
1 



0 


Ji 




0-1- 


— 0- 


0-^ 


6 ~ 


6-' 


~ 0 


0 


0 


0 


0 


0 


0 


0 


p 


0 ■ 


25 * 


29 


5 


, 6 


4 


5 


10 


12 


1 


r 


. 0 


■0 


5 


6 


8 


9 . 




5 


.2 


2 


0 


0 


0 




4 


5 


0 


0 


0 


0 • 


0 




0 


0 


0 


• 0 


3 


3 


0 


0 


0 


0 


7 


.8 


0 , 


' 0 


0 


6 


0 


0 


0 


0 


0 


0^ 


26 


30 


0 


0 


0 


0 


. 0 


0 


0 


.0 


0 


0 






/( - 




4 




6 


7 \ 




1 


0 


p 


66 


77 




0 


0 


CI 

0 



2 ,, 2 , 80 . 9AH 
5 6 ,75 ' 87 

—3^ ^-^m 97' 



5 


6 


81 


3 


3 


83 


12 


13% 


40 


V 


1 


74 


. 1 


1 


68 


0 


0 


84 


1 


1 


.81 


12 


14 


74 


0 


0 


83 


2 


2 


77 


4 


5 


82 


33 


■ 36'i 


2*7 


3 


3 


&3 


4 


4% 




4 


5 


75 


7 


8 
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adding machine as the second most'-used Item of equipment* IThlle the CQpylng 

machine Is used extensively in- North Dakota .offices, as opposed ^o the fiuid-..^ 

duplicator^ model projects su{»pest the use of the latter* This was done because 

most schools have a fluid duplicator at their .'disposal* Teachers arc advised, % 

* ' * '■ ^ 

however, to adjust the equipment nee'ds on duplicating projects^'so ^hat the 8tude;:itH 

j^^J^yee. gains exposure to a variety of reproducing machines. 



TABLE IV ... 

#• * ' ■ - 

SOCiyQL IMTliUACTlON AS RF.Vr'ALKD BY B(f • 
SELECrKl) nOVSU J5AK0TA OFFICE f-IIXPLOYlipS 



Types of 
^Interaction 


Yes 


Pereentaf»,e 


,Ko 


Percentage 


Response 


4* 

Percentage' 


r - - - - - --- -- 

Externals-phone 


- 55 


64 . 


-2 


2 


■ 29 




In t e m al-phon^* 


57 


66 ' 


2 


2' 


27 


32 


■■ EKternal-pcople 


A8 


56 


3 


3 


35. . 


41 


•Internal-people 


54' 


63' 


' Z 


2 


30 


. 35 



Table' IV indicates ^uaployee intetactlon as -revealed by "the 86 responding 
office employees in North Dakota, Fifty-five (64%) reported tte^ had external* 
contacts; over the telephone; 48 (56%) reporter! external fa^to-Sace contacts :^ 
5Z.4661S) reported internal office telephone contacts r ^nd 54 (^3%) reported 
Internal face-to-face contacts. 

, - - , , . ■ ' \ • V ^ . 

vntlle. occtipatlonal model Instruction can be i1)qf)lemented. as an Individualized 
simulated plan, lt>is recommended that wherever possible the interaction cojacept ^ 
be included. Thus the teacher's manual suggests a variety .of methods to initiate 
person*to-person Interaction in the classro(M simulation program through the use' 

of North Dakota Occupational Models. 

The amount of educition of the 86 office employees sutveyed is indicated 
in Table V. Forty (47%) of the employees Indicated having a 12th grade education, 
15 (17%) having 14 years of education, and 1 (1%) having more thmi a college 



degree. Thus, gra^duafes secondary office education programs in •North Dakota ' 
should be in a good competitive ppsition.in locating office positions In the 
state^. based on their educational background. * - 



■ If ABLE V, 

AMOUMT OF EDUCATION AS REVCALED BY 
86 SJiLECTfiD NORTH DAKOTA OFFICE lOTLOYEES 



.10 
ii .. 
12 

13 ' 
14 
15 
16 

More than 16 
Ho Reply- 
TOTAL 



Number 



I 
0 

40. 

22 

15 
1 
6 
1 
6 

86 



0 

:47 



17 \ 
0 • 



100. 



^ 



Table VI and Table VII indicate the years of present and prior work exfjeri- 
ence-of North Dakota office employees* Reporting no^tipt job experience were 
22 (25%) of the employees. Twelve (14%) reported S--? years of prior Job e:fcperl- 
ence, and 7 (8%) had over '10 years of prior Job experience. Forty\(46%) of the 
employees Indicated they had less than two years of present job experience. 
Of the office employees surveyed, approximately 50% had been on their job for 

less than two years; and more than 75% of the employees had four or fewer 

e X J This indicates a willlnnncss on the part of Horth Dakota j 

years of wojrk experience. xuu*.v.uuv,« « . i. 

employers to accept workers with little or no previous work' experience. 



16 





YEARS OF PRCSCI5T JOB EXfERIEKCE • 




V 

'Years of 


• Number of c ' 




• Experience 


Employees - 


. P<>rcentage 








Less than 2 




46 


2-4 

— • 
\ 5::'7 

* 




25 


. 8 . 




8-10 . : 

*-' ' ' 






- • \ ' 13-13: 


■■ 2 




♦ 

Over 13' 

* * ■ 


. - 5 ,- 




^-No reply . • ' , 


. ' " 7 ' 


8 . 




1ft7 "^^^ — — - — ^ — — 


' ^ Art 




' * TABLE VII 


' - ' • • : . 




■ YLARS OV Pl^lOR JOil EXrHRlliMCE 




Years "Of ' 


Number of 






Employees 


Percentage 


<> 

0 yenra 


22 


25 


Icfah t:hat> ^ . 




' ; ISL ; 


?,-4 


• 0 ■ 16 • 


19 


5-7 


12 „ 


14° - 

> 


8-10 




7 






.8 


No response ' 


7 


\ 


. '""total 


86 , ■ 


100 
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, TabU VlII Indicates the results , of the student opinloiinalres given to 
282 of the 325 participating field test students tn North Dakota secondary 
office education classes. 

In response to the question that asked if students thought they learned 
as mtichfrbm^ occupational model Instruction than from some other method, 198 (70%) 
of the students reported a favorable reaction; 29 (11%) reported an unfavorablT 
,J?e^tlon; and 51 (18%)i were undecided. * ' 

Itea two on the .questionnaire asked ^here the student-employee received ' * 
help vhen in doubt. Students could check more than one item as their source 
of reference. They had been encouraged 'to consult with classmates, just as they 
would asrhel|^of a^orker on t^e Job when problems arise. The Procedures ' 
Manual ^slmulatlng^pany files" and procedures) accounte-d for 102 (38Z). of the 
responses; a cl^smate accounted for 111 (39%) of the responses; and- the teacher 
as a source of reference accounted for 92' (33%), of the responses. 

Vmen asked how much they enjoyed the = occupational model plan, 198 (70%) 
. reporM^vorable reaction,^ 57 (20%) unfavorable; and 2? (10%) had no particular 
feelings. 7^<xurt|i Tjuestion provided" a list of • j^asons why students had respond 
either favorabl) 9r unfavorably to the third item'. 

Approximately 75% of the students expressed a favotftble attitude toward • 
Occupational tnodel Instruction, with 25%.having a'negative attitude. Ur^er item 
four. ';inadequate explanation prior to work." 70 (252) of the students expressed 
a negative attitude because of lack of prior instruction. It would nppear from 
the breakdown of items undei; question four that those students who have been ' 
oriented to the occupational model progr.am-lncluding its purpose and how. to' ^ 
use the occupational models-will not only have better suc,!ess. but will express 
a more fa^>orable attitude toward the simulated learning experience. > 

. . When students wereasked if they would like to work for a North Dakota 
cpmpany>apeclfically the one simulated in their occupational model instruction 
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(question 6), many students added comments that- since they had used only two - 

occupational models they did not like" those positions, but did like the ^cept^. 
expressing the s^uggestlon that^hey might like to work in some other N^rth ' 
Dakota company office, had they had the option of working on a different aodel. 

It Is rarely possible to please everyone all the time. However, It should . 
be apparent that when adequate explanation, orientation, and help is given, the 
students are. more likely tcreceive a good training experience and 4iave a positive 
attitude toward occupational model Instruction. The career exploration technique 
Is possible where a number of models are available for classroom use. 

Table IX indicates the composition of students who responded to the 
Student Opinionnaire. A total of 155 (55^) of the students having occupational" 
model instruction also had cooperative office experience; with 127 (45%) of 
those using occupational models having no other off ice?. experience prior to ' 
graduation from the secondary office education program in North Dakota. Those 
students who received training in both the simulated method and the placemejit 
on community vork stations were moi-e offen from the larger North Dakota' coiTjmvmlties, 
as revealed by 93 (60%) of the students responding from this group of 155. 

TABLE IX 

• ^ COTIPOSITION OF THE 282 STUDENTS WIIO RESPONDED 

TO TIIE"1)CCUEATI0NAL MODEL gTUDEIIT OPINIONNAIRE 



Description 



Large Communities Small Communities Total 
No. Percentage No, Percentage No.Perci 



Students with, both occupational model 
instruction and cooperative office 
experience . 

Stuuenfcs with occupational model 
instruction only 



93 



A3 
136 



60 



34 



62 40 



84 66 



146 



155 55 



127 45 
282 100 



Conclusions and Recojnmendatlons 
The achievement and attainment of success In pre-employment training 
and career exploration of'eafch student is- dependent on the Innovation, knowledge, 
skill, and methodology of the Individual, teacher. Lacking adequate materials, 
however, even the most resourceful teacher Is handicapped. 

The Library of North Dakota Occupational Models, consisting of 24 modelsi 
plus A teacher's manual, should provide the teacher with a wide range of materials 
.for classroom simulation programs. 

Each-rao|Jel-l«~a-'^«?yf-contalned packet and may be used: (1) as Individualized 
instruction, (2) through the rotation plan, (3) with the battery' method, (4) In 
a full-scale model office simulation prograr^Tand (5)* as a career exploration and 
vocational guidance technique. 

"Wifi teacher's manual presents a variety of suggestions for orientatlon7 ~ 
career exploration, and implementation of the ^occupational model plan. Each 
•activity cited (see Chapters II and V of the manual) has been tried and found 
effective during the field test. 

Additionally, this exemplary program provided information regarding North 
Dakota office employment ■ through a Survey of job analysis questionnaires sub- 
mitted by 86 selected office employees. Tliis study included information rel^ive ' 
tos duties and responsibilities of selected employees^ machines used in North 
Dakota offices; educational background; epmerlence; and social interaction. . 
^ • The 24 occupational models were deySloped from data submitted by office 

, employees, including the job analysis forms, detailed instructions for form and 
work procedures , and personal interviews and observations of work performed. 

The projects 'provided in these simulated instructional packets reflect the " 
Infomation gathered from North Dakota office employees. Thus the typewritiDf 
is the most-used machine in occupational models, Just as it is' the most-used 
^ machine in North Dakota offices. In a similar relationship- of occupational • 
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model instl^uctlon to North Dakotaj,fflce duties are the tasks provided the 

student-emjikoyees through working. projects. 
Conclosions 

^ Ba^ea^ d^eaeid test of the North Dakota Occupational Models and the 
results o,f th^ job analysl^urve)S it was found that occupational models: 

' 1. can used by small or ^rgeTlerthJ)ikota vocational off tee education 
programs* ' \^ ' 

2. are appropriate for complementing and supplementing the education and 
training student^ have re ce^v^4-in-^^asic skill courses. . 

3. \jgre apprf 
within the "oHlce fluster. 

4. arfe appropriate for complementing, supplementing, or substituting for 
cooperative work experience. ■ ' ' ' 

V • , ■ 

5. are appropriate for providing lae less-than-average ability student .;lth 
simulated office eWrience prior to placement on a comm^rity work station. 

6. are appropU^e for teachers, no matter what type of facilities 
and equipment are aiailable. ' . ' . 



appippriate.for compl4,enting and suppl^enting occupational guidance^ 



Recommendations 
Based on the 

results of the job a^ 
!• development 



fl^d ^est of the North Dakota Occupational Models and the 
alysis survey of office employees, it is recommended that: 



In basic office educat; 



of a high degree of skill continues to be a major factor 



2# mastery of a 



Ion courses • 



wide ^ange of off^ and business knowledges continues to 



be a major tactor in tiaslc Jffice education courses. 



3. students need 
knowledge prior to job 



a capitone experience which Integrates basic skill and 
entry. 



4. students' aptitudes ^nd Interests siiuld be evaluated prior to working ^ 



In specific occupational^ mpdel 



positions. 
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5. especially where used as a substitute for cooperative work experience, 
the occupational model plan should duplicate the principles and ptocedures outline 

North Dakota Coordinator's Manual , Including: ^ ^ ' ' ^ 

a. orientation to^ the occupational model plan 

. ' " t 

b. l^itervlewlng student^appllcants for model positions 

c. supervising the student-enployee on the job (^^; ^'^ / ' ' 

d. publicizing the vocational program In the school and community - 

e. working with advisory conunlttee 

f. evaluating student-employees according to office standards 

6, educators should continually update their knowledge t)f off*c^ practices 
in state and national areas • 

& X a Study should be conducted that Includes employer opinions of office 

\i * <^ 

workers entering office employment after having occupational model training. 

^ 6. a follow-up study should be conducted of students having had cooperative 

office experience, occupational model training, and traditional office practice'^ 

classes; for the purpose of continually evaluating North Dakota vocational office 

education programs. . - 

"9. a more detailed study should be made concerning the amount of time office^ 

^mployeew spend on external and intemalsocial interaction with implications for 

curriculum revision'' in the simulated programs.' 

^] I^Ol. educators should continually update their knowledge of simulated office 
education instruction through in-service training, graduate courses, and reading 
oi^avallable literature. 
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Exhibit A 



Tlic University of Norlli Datota 



GRAND FORICS 58102 

I 

DEPARtMENT OF BUSINESS EDUCATION 



March. 3, 1971 



deWloplns simulated f "'""i°^t>?ilu"S 2ed in MotA Dakota 
education. Tha '^"f.^l-lf^^Z^^r^t exparlanoes In ordar to 

;ttrsfudercaTo:Ta,r/i"^^^^^^^ - 

■ xn oide. to P-vlf ..udants wlt.^^^^^^^^^^^^ 

L posaibla for you and V"" °«t5%npIin.«oxl«taly ona hout 
particular andaavor. We will ""^ " '^tvelop a Job analyala <»hlch 
' ;^'rt::i:rd:trrSr/cS "d^^Ua-peSrme'd oHi- worker).. 

Wltum the next couple of «eke "-jij,': -'"^^tur-- 
telephone to anawer any "^"i?f„^°\rcoipMate In this stud,. 
t^.rZXr.nZr.^^'^^lZ^^^^^^ " visit you providing 

you have consented to work with us. 

. -d ro^tS KCss-oS r 



Sincerely, 




John L. Rowe, Chairman 

Business and Vocational Education 



inlt 

Enclosure 
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STATE OFFICE BUILDING 

900 EAST OO^LEVARO AVENUE 

BISMAHCKrNORTH DAKOTA 5B50I 



(701) 224.2ZS9 
CARROL E. BURCHINAL. DIRECTOH AND CXCCUTIVE OFFICER 



to: Business Establishments^in «°^^^^^,f,^ff%,eational Education 

from: Carrol E. Burchiual. S^te Dxrector. o^^^^ ^^^^^^ ^^^^^^^^^ 

SlffiJECT; Cooperation in Researcti couevex v ^ - 

DATE:- February 3v-1971 - 

JLt;eror'rob""tLlSrre:^Weer:^n perf-r., in representative 
North Dakota business offices. 



A oi-o^ the Business Education Department at 
This research is being conducted ^ Lonsored by our office. Office 

the university, oi North Dakota ""^er a gra^t sponsored y ^^^^ ^^^^^^^ 
•positions within "presentative business of fices^ t^ ^^^^ ^^^^^ 

through job analyses and ^"^^^^""^-.t^^f i^3t;uctional units appropriate to 
performed will also be '^^^"f/^**^°3f ^^3irucSonal units should enable 
high schools can>be developed. These Instru ^^^^^ experience and enable 

-ic* to ask for your cooperation in helping to 
The purpose of J^is inemorandum is to ask fo y „f ,hese 

ir^r^^ngTro re s/1:;th^^^^^^^ PO-"^ 
you^t^pe of business if you yill assist us. . 

Any assi;tance that you- can give to .e™b^rs of the research tea. will be 
greatly appreciated. 

Carrol E. Burchinal 

Director of Vocational Education 



CEB:cl 
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This "Employer Questionnaire" wa^ used as a "checklist" during the interview 
with partjLcipating businessmen. Following the emploVer interview,* the service 
assistants interviewed office persoo«el, explained the project in detail, 
reviewed in depth the use of ^ the data collection instrument (Personal Job 
Questionnaire), and left copies of the "Personal Job Questionnaire for the 
employees to complete and return to the University. 



NAME 



EMPLOYER QUESTIONNAIRE 

^ITLE 



MAILING "addres s ^ PHONE_ 



1. Call to make appointment. ' ■ 

•• • • / — : 

2. Introduction / • • 

3. Explain purposes of the Exemplary Program 

4. We need two things from your firm ,(a) basic ^information from you-the businessman 
—about your firm, and (b) the cooperation of some of your office personnel, 

■ All l.iformation will be held In strict confidence . . . ' 

5 OUR MAJOR PURPOSE IS TO INTERVIEW SOME OF YOUR OFFICE EMPLOYEES AND TO HAVE 
THEM PROVIDE JOB INFORMAT-ION FOR US. WE NEED EMPLOYEES IN SEVERAL DIFFERENT 
TYPES OF JOBS. 'Wliich individuals would you suggest we interview within your 
firm? ' ' • 
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^ \ 

B. — : : 



D. 
E. 



6. QUESTIONS FOR THE COOPEIiATlNG BUSINESSMAN: 

A. Wliat.ls the exact nature of your business? 



B. May we have copioH of some of your promotional material? (i.e.. pamphlets, 
brochure}?,, etc.)? , i 



\ 



(Exhibit C Continued) < 28 

C. .What are your major services or your products having the largest volume? 

D. Vfljat type of ownership-r-s ingle proprietorship, partnership, or corporation? 

E. Is this your only office, or is it a branch office? 



If it is a branch office, wheye is your home' of f ice? 



F. Is this 6ne of a cf^in of offices? 



G. What geographic area do you s^rve from this office? 



H. Cotild you describe your organizational structure—departments, operating 
units, or, chain, of authority and responsibility? * 



I. Do you have a salary schedule? ^ Could you give 

us an indication of the salaries paid to yoiir office personnel?^ 



V ; 



; J. What fringe benefits are provided for your, of f ice personnel? (1.^., 
' vacations, hospital insurance, bonu^ plans, etc) 



K. Total number of personnel employed at thisvlocation.— or by this firm? 



L. Number of office—including data processing— per^nncl employed at this 
location or by this firm? 



M* Do you hav^a schematic drijwing of your office area? 
May we havefa copy? 



THANK tOU FOR youK COOPK»mUON\ ll may be necessary for us to call habk, although 
that is very doubtful I Your empjoyoes will be completing a quustionnaii^ and 
returning it to us* 

/ 
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OjnVi:iisiTY or kouth dakota 

Daptirtnieiit of Jkislnos:] nduc;illon * 



" I Pt'rs<?>nal Job Quo<i£ionnalrc 

\ 

Purpojjc: Thlf; quest jfonnairo Is dcsif^ncd to asyior you in doscrlblnr, 
your Job. Ll^/I'L^i A^ACt'L^^, and how 

yil\Lil9_lt*j information ^rffxTc hehrTiTTtTict 'confidence, 

^ and firms ^ill not be identified. ^ 

TQ HE COMPLCTi-D BY iirTEUVlEvJER: ^ ; ' 

FIPvM N/V^rE;_ J ' 

JOB TITLE. " ' ' 



NO. OF liMPLOYEKS IN LOCAL OFFICE 



NO. OF KIPLOYEKS UXTIIIN DEPARTMENT (If applicable) 

TITLE OF rrCEDIATE GUrERVlSOR ' 

ItJDUSTllY _ ■ 

REVlEi^EI) Ijy „ 

DATE 
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1. In<Hr."te and rUi;.cril>p nil <lal]v acUivltir^s that yon pt-rforn In the- 
cour.';o of a Vcfk n:;;! r-nrjose f:;ninnlcr, of t;l-.ir, \?ork wlinn possiMo. 
PJ«';(sc. .iot (lov.':i oach neLlvity nnel trl>c tivio connuKicd im^.eainLcly 
after ruirplctiun of the aclivlLy. 



rX/V'IPLi:: 



ACTIVITY 



Tranrcrihfd and typed one two-pnf,e li hours 
letter • 

Alphabetic fiJinn 



20 minuCes 



2. 
3. 
4. 

5. 



3. 



ACTIVm 
ACTIVITY 
ACTIVITY 



TIMB^ cmHi::;Kn 

TIME CO>!Si;:j'vD 
TIME COilSllTIKD . 



A. 



5. 



6. 



7. 



.Indicate ana nci;crib»» the itnpor/tanc Gutics you puneraiiv pcrlc^T^ , 
on a hpniv: and cnclobo (r.;ami>l:cn of this work when pcs^ihlc. 

(i.e/r coVipute iuterofit.on accounts rcceivnoloi prcpate luoAthly ^, 
'financial staUcjJKmt) ' ' 

InHicntc and doscriba the important duties you p.cnerally perform ^. - 
on a'quartcrly, semiannual] or annual basis and enclose 05(ami>l(ifc 
of thifi vrork when po.^Hiblo. (i.c\ , assem^U and fcvpe annual satej:. 
report, preparation of employer's income tax form) ^ r* [ < 

What duties do you con.qider i:?o£;t important^ in your ;|ob amoxm those'' ^ 
duties lir-ted in Chinher I, 2, and* 3 above? . ^ ' 

Indicit-ci the lob titirs of enployecs v;hoin, you. supervise If awllcnble 

Job Ji t l o :;o . pf' r.rii->|ovocs • 

T/iiHi'.Uc job 4.1 tic;-, or poi; itioa of poq'plo for v/lion yC)n worU. 



Job Tirlo 



Ho.' -of I't'inl overs 



l.'h.ri. n;>c:]n:.'-. ;ind rnulp-^^iM. do vo;* op<'^*vitp in corii'.c'jt ion with vour 
\i->r^? liMlicviU- v;:*'tiK'i' vuu ir;o thr:vcl.*n Ivj weolilv, mtnith/ly, or voarf. 



(Ejdiibit p CQntli^uc<H 



' tolcph.uu.? KstirKtto tlx:, nnnl'or daily r.oU«pl.cn^f conLnctf! for..onch 
" nctj vi ! > . ■ ' . • 



a'. VUthin your xU |iart:r.ipnt , 
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b. Qulbfde'ytnir (1on.irl:nc'nt 

9. What kinds of dally pcrsoonl contacts do you make In^the urmnl P^^r- 
■ fornancc of your job? Estimate the nun^bcr of daily faco-to-facc 

coHtncL^ for each .ictivlty. - .. ^ " ' 

a. Within yoar dap.D^tmQnt:' ^ ^ , 

b. ' Outside your department 

10, Education and- trniuxnjr: ^ - * • , ' ' 

A. /cradc of- schoal conpleted: 8, 9, 10, 11, 12, 13, lA, 15, Ku 
^ / ' 17, 18, (Circle one) 



I 4 

bJ llow many yearn in prcr.ent position? ^ _ 

ci Prior vuar« of office exuVrienc*! fcxrludinf pr£-.Rpnl; no^i fin-i^ • 

Did you receive any on-the-fob traininn or office or.ientatSon:. 
Yes * No If so , what type and how much? 



■as, 
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This form was, provided in quantity for office employees for their use in 
providing information relative to business forms used in their offices. 
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"FIRM or DE!>ARTMENT: 
POSITION: 

ORIGIN: .9 , 
FORMS NEEDED: 



FORM IDENTIFICATI014 



ACTION TAKBSI 



DESTINATION: 



EQUIPMENT NEEDED: 



Circle one: This is a sample of. a task I might , perform: DAILY, WEEKLY, MONTHLY, 
QUi'RTERLY, SEIMIARNUALLY , OR ANNUALLY. / ' : ' 



TABLE X 

. ROSTER OP PARTICIPATING EMPLOYERS AND EMPLOYEES 



f ARTICIPATING' EMPLOYERS 



PARTICIPATING EMPLOYEES 



Agsco Chemical and Seed Company » Grand Forks 

Area Social Service Center, Devils' Lake 

Leo Beauclaire, Attorney, Valley City ^ 

Christianson, Foughty, Thompson, and Rut ten. Attorneys 

^ Devils Lake 
Congreiss Inn Motor Hotel, Dickinson 
Cotiitry Boy Dairy, Jamestown 
Cotkty^ Judy's' Office, Jamestown 
Couob^^Jfl^gd's Office, Devils Lake ^ 
Deputy Cleric of District Court, Devils Lake 
Dr* L* K. Hoffmah, Dentist ^ Jamestown 
-^Fargp Board of Edacatlori, Fargo 

.^^garmera-Jfalon Oil Comp any ^_Pjxkjjjison 

Farmers ttiion Oil Company, Minot 
. Fing^lxState Bank, Fingal / ' 
First National Bank, Valley City 

nd^Forks Credit. Union, Grand Forks 
GraftasForks Public School district. Grand Forks 
Grand Korks County Social Service Center, Grand Forks 
Great Plains Supply Company, Jan^stown 
Haybus'ter Manufacturing and Distributing Company, 
^ James toxm 

Texgas Corporation (formerly Home Gas Company), Grafton 
Home of Economy, Grand Forks * 
Hon^ of Econony, Minot 

Implement Dealers Mutual Insurance Company, Grand Forks 

Interstate Brands, Corporation, Bismarck 

Jamestown Grocery Company, ^Jamestown 

Jamestown Sun, Newspaper, Jamestown 

J« C. Penny Company, Grand Forks 

Jestrad, BJella, feff , & Pippin» Willistou^^ 

KDIX Radio and Television, Dickinson / ^ 

Kir^chnian Manufacturing, Company, Bismarr/ 

KMOT Television, Minot ^ / 

KSJ?. Radio - KSJM FM Radio, Jamestown'^ 

Liberty National Bank, Dickinson ^' 

Medical Rehabilitation Center, Grai^^ Forks 

Mercy .Hospital, Vail ay City 

Midwest Maichine Corporation, Jamestown - 

Minot Builders' Supply Associat;ion , Minot 

Minot Daily News, Minot 

Montana-D<1kota Utilities, Willis'ton 

Nash- Finch Wholesale Company, Minot 

North Dakota State Mill afnd Elevator, Grand Forks 

Nort' land Chemical Company"^, Grand Forks 

Northern Improvement Cpnstruction^ismarck 

Northern National Life Insurance Company, Bismarck 



2 
2 
1 

2 
3 
1. 
2 
1 
2 
2 
4 
4 
2 
1 
2 
2 
3 
12 
1 




2 
3 
■1 
1 
2 
1 
4 
1 
8 
2 
8 
1 
2 
1 
1 
2 



0 
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PARTICIPATING EMPLOYERS 



PARTICIPATING EMPLOYEES 



Northern School Supply, Fargo • 
Northwestern Bell Telephone Company, Gc^fton 
Offutt Potato Cbmpany, Grafton » 
Overvold Motors, Inc., Fargo 
Pioneer Mutual Insur'^ce Company, Fargo 
• Piper, Jaffrey. & Hopwood, Investment Firm, Grand Forks 
Pringle and Hergistad, Attorneys, Mmot 
Red River National Bank, Grand Forks 

Retail Credit Company, Grand Forks 

State Bank of North Dakota, Bismarck 

State Farm Insurance, Devils Lake 
■ State Farm Insurance, Grand Forks Riftmarck 

Stat6 insurance Department. State .Capitol. Bismarck 

Staca Tfx Department. State Capitol, Bismarck 

Straus (Slothing Company, Jamestown p 

Sweeney Brothers, Bismarck y^it) , Grand Forks 

united Hospital Corporation: ^^^'^"^^^^J?" iii^) , Grand Forks 
United Hospital Corporation: (St. Micnaex s un jy 
Suited Tribes Employment Training Center, Bismarck 
Valley Bank of Grand Forks, Grand Forks 
Valley Realty, Valley City 
' Western Potato Service, Inc., Grand Forks 

Williams Count> Agent, Williston g.^^^rck 
Workmen's Compensation, State Capitol, Bismarck 



2 
2 
1 
0 
3 
2 
2 

'•\ 

1 
1 
1 
3 

3. 

1 

I 

11 
3 
2 
2 
1 
3 
2 
9 



TOTAL EMPLOYEES VISITED 69. 



TOTAL EMPLOYEES INTERVIEWED 



171 



ERIC 



.- » " .35 

* TABLE XI * 



JOB TITLES OF OFFlCEl PERSONNEL INTERVIEWED 
(According to Industry) 



Hospital 



ERIC 



Ward Secretary (2) 
InrService Secretary 
Switchboaifd Operatcy 
Lab Secretary 
Diet Secretary 
Insurance Clerk 
Ward Cierk 
Medical Secretary 
Medical Records Clerk 



Motor Hot'. 1 



Nigi!^ Auditor 
Switchboard Operator 
Bookkeeper 



Retail 



Office Supervisor 
Credit Supervisor 
Bookkeeper 
General Clerical 



Credit 



Reporter 



elfare 



Lumber Supply 

Bookkeeper 

Manufacturing 



Bookkeeper 

Steno-Switchboard Operator 



* Radio h TV 



KSJB-KSJM Radio Jamestown 
(Secretary-Rec^tionist) 



Public School 



Secretary (A) 
Library Clerk 
Clerk-Typist 
Receptionist 



Insurance 



\ 



Certification Worker (3) 

Eligibly Worker 

Clerk Typist 

Clerk II i 

Roreptio^^i-it 

Medical Clerk ^ 

Clerk-Triiiu^cribcr 

Typi^'t Clerk 
Clerk-Typist III 



File Clerk 

Secretary (3) 

Receptionist (3) 

CasulHy Endorsement .Clerk 

General Office ^ 

S^tenographer 



State Government 

Cancellation Clerk. - 
Clerk of Court 
Clerk I (2) 
ClG^rk II 
Coding Clerk 

Legal Ass^t 4 1^,. 

Claim Examiner & Reserve Ana:iyst 

A«s*t - Dept.. of Safety 

Stenograp,her 

Secretarial Ass't 

As«' t StaiJsticinn , 
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(Table XI Continued) 
JOB TITLES OF OFFICE PERSONNEL INTERVIEWED 



Banking 



Bookkeeper 
Head Teller 
Stenographer 
Secretary-Receptionist 
Proof Operator 
Proof Machine Clerk 



Oil 



Office Supervisor 
Accountant 

Receptionist-Check out Clerk 
Credit Managpr 
Office Manager 



Newspaper 

Circulation Clerk (3) 

Telephone 

Service Representative (2) 



Mill 



Receptionist & Secretary 
Secretary 



Utilities . 

Clerical Bookkeeper 
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Builder's Supply 

Secretary (2) ^ 
Posting Machine Operator 
Stock Clerk . / 

Operator of Billing Machine 



Potato 



Payroll Clerk 
Personnel ClerW 
' Secretary 
Receptionist 



Farm Eqtiipment 

Bookkeeper , 

s Coastniction Equipment & Part^ 
^^"^ General Office ' 
Contractor of Brid^jtMi 

General Olfic'U ; 



Agsco 



Secretary in Chemical Division 
Secretary to Vice-President 



County , \ 

Deputy Clerk of District Court 

Wholesale Grocery ^ 



\ ^ 



Bookkeeper 
Stenographer 



Stocks <o 

Secretary 



\ 



Legal 



Legal Secretary 
Secretary (2) . 
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NORTH DAKOTA OCCUPATIONAL 



Model Descriptions 



Position 



Accounting Clerk 
Bookkeeper 
bookkeeper 
Bookkeeper . ^ 
Bookkeeper 

Bookkeeper/Office Manager 
Clerk ^ 

Clerk-Typist 

Clerk-Typist 

Eligibility Clerk 

Insurance Rating Clerk 

Personnel Secretary 

Secretary 

Secretary 
General Secretary 
General Secretary 
General Secretary 
In--Service Secretary 
Superintendent's Secretary 
Stenographer # 
General Stenographer 
Telephone Clerk 

Teller/Bookkeeper 
Typist ' 




Northern School Supply 

Barta Building Suppl'y ' 

Crabtree Insurarice 
> Fanners Union . 

Minot Builders Supply 

Steele Farmers Elevator 

Piggly Wiggly 

Minot Builders Supply 

State Farm 

County Welfare 

Crab tree Insurance 

Western Potato 

Noka to State Bank 

County Agent - 
Northland qheinical 
Minot Builders Supply 
Fargo Schools 
United Hospital ^ 
Steele Fid>llc Schools 
Crab tree Insurance 
Pioneer Mtitual Insurance 
Northwestern Bell 
Nokato State Bank 
^County Welfare 



ACCOUNTING CLERIC Average/difficult NORTHERN SCHOOL SUPPLY 

on Incoming invoices from suppliers Z a^ custc^ners; and 

and processes both incomi.gXcL ^nd^L^T^c^^^ ^"-<Js. 
writing and recording process a? w^ir She handles the check- 

She also types purchase ordor^ l^K . Preparing the daily bank deposit, 
rough draft! ^'^'^t.owledgments, and correspondence from ; 

Equipment Recommended: typewriter, adding/calculating maghlfte 
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(H^lilbit P Contlnuod) 

BOOKKEEPER Average/difficult BARTA BUILDING SUPPLY 
The model is concerned with coordinatlne all u 

buying and selling practices of BaJ^a BulSLf I ? "cords, bimng, 
lumber company. Included witMn ff ^"^Iding Supply, a small town retail 
banking practLs. typing letJers LV°hh '"^^ "^^'^^^^ ''^"^"8 procedure, 

calculating machine 'p'a^en\"f biUs 'and'oth:' ^"^^^^P^^-' "'Hsing an adding/' 
Contingencies cover w^rralieady cove^edln^p^^^^^^^^ '^''y -^^vities. 

Equipment Recommended: typewriter, pen. adding-U^ing machine - . 

BOOKKEEPER Average/difficult . CRABTREE INSURANCE AGENCY.- INC.' 

project involves the use of iournals cksh loHc«r. "^""^^^^"^y' The 

EquWnt Reco™n,e„d«i: electric type«:iicr. pen, calculator, adding t»chl„e 
BOOKKEEPER . Average/difficult FARMERS UNION Olt COMPANY 

completing bi-weekly payroll; daily bank Hpnn=^^? k t ^ ^ sheets; 
and other activities'^ Lting^^clL'at ^^id^d f^f eK^T^oJir'^^" 

Equipment Recommended: typewriter, adding or calculating machine, pen and/ 
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\ 

\ 

\ 



BOOKKEEPER difficult „in0T BUILDERS SUPPLY ASSOCIATION 

Bookkeeping and typing and office machines reauir^H 
..sequentially, requiring that the stLent perform mo;t S the'lr'f f"/"''' 
-^er. Contingencies *e included to,add'some fleKlbllltJ ' 

S&^y^r^^^^^^ adding-listing machine, pen' or pencil. ' 



ERIC 



(Exlilblt F Continued). 



BOOKKEEPER/OFFICE MANAGER Average/difficult STEELE FARMERS ELEVATOR 

This model attempts to have a two fold approach — bookkeeper and office manager 
because these two titles may easily be knit together in a grain elevator. 
The student will mainly be concerned with the buying and selling o| grain 
with grain prices as a governing concept to be kept in mind. Bookkeeping 
practices are also simulated with journal entries being made. Other projects 
included are the banking services, operating an adding/listing machine, 
dally sales, writing checks, insurance reports, typing letters and 
reporting taxes for wheat. 

Equipment Recommended: pen, typewriter, adding/listing machine 



CLERK Average ^ PIGGLY WIGGLY GROCERY STORE 

This model will aid the student in understanding the basic operations bf 
a grocery store. The student will prepare reports, handle currency an\ 
checks, type dai^y cash register receipts, prepare advertising copy, type^;. 
employee manual and payroll reports.. The student will also process utility 
payments and administer various mailing procedures, 

'Equipment Recommended: Typewriter, pen^ adding machine 



CLERK-TYPIST Average/difficult IWNOT BUILDERS SUPPLY 

This occupational model consists of typing letters, memos, forms, and 
reports from rough draft; of using th^ adding machine In a very elementary^ 
capacity; of following written instructions; and of making some minor 
deciisions. Contingencies are provided soothe teacher may enrich the 
model's scop^e of responsibilities. 

Equipment Recommended: typewriter, tape calculator, pencil or pen, ruler, 
duplicating machine, adding-listing machine with multiplication, adding 
machine, transcribing machine > dictabelts 



CLERK-TYPIST Average/easy > STATE FARM INSURANCE COMPANY 

Typing is the major skill- needed by tlie student. Tlie projects center ^n 
filling out forms or typing simple correspondence from handwritten forms 
or notes. Most ptojects are not Interrelated, and additional contingencies 
give the model considerable flexibility. 



Equipment Recommended: typewriter 
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ELIGIBILITY WORKER Difficult/very difficult ROUGHRIDER COUNTY WELFARE OFFICE, 

The projects involve the beginning functions of individuals making application 
for a federal-state administered food stamp program through th6 completion 
df monthly reports required by^. federal and state regulations. The projects 
include the ability to understand federal-state plan manual instructions, 
accountability of money, selling food stamps, banking, correspondence ,^ proofing 
of data through the use of numerous report forms, and filing. The student 
should have the ability to und rstand complicated form instructions and be 
able to prove one type of repc rt against data from other sources. Above ' 
average skills in typing, use of adding machines, arithmetic and the ability 
to follow complfcated form instructions are essential to complete this 
model satisfactorily. Selection of o^ie of three plans for completion may 
be used, but for a comprehensive understanding all 17 projects should be 
^completed. 

Equipment Recommended: electric typewriter, pen and pencil, ruler, adding-, 
listing machine 



Insurance rating clerk Average/difficult CRABTREE INSURANCE AGENCY, INC.' 

The occupational model requires the handling of a number of job performances 
with insurance. The model contains work experience in rating insurance 
policies for automobile .and homeowner insurance applicants. Activities • 
Include rt, --rating policies that expire, renewing policies, ordering policies, 
and completing invoices. Maintaining of daily individual files and policy 
expiration files is an important part of the model* Preparation of policies 
requires the use of calculators and the typewriter. The student must have 
the ability to follow moderately difficult insurance instruction fom^ and 
.be able to compute insurance rates and determine cost. A knowledge of filing 
and the ability to compose routine correspondence is necessary. 

Equipment Recommended: electric typewriter, pen, calculator 

PERSONNEL SECRETARY Average/difficult WESTERN POTATO SERVICE, INCORPORATED* 

The model requires the student to have typing, shorthand, transcription, and 
transcribing machine skills. The model Involves completing personnel records, 
completing forms, composition and typing of correspondence and maintaining 
company personnel records. 

Equipment Recommended: typewriter, trans crip ti«on equipment*, adding machine, 
spirit or stencil duplicator 

GENERAL SECRETARY Average/difficult NOKATO STATE BANK 

Shorthand, typing skill required; and bookkeeping and office machines helpful* 
Tlte position covers a wide variety of general secretarial skills applied to 
a medium size commercial bank. Not all projects need to be completed, and 
contingencies are included making the model very flexible. 

Equipment Recommended: typewriter, ttanstrlblng machine, copy machine, adding-' 
listing machine^ slonclt duplicator 



(Kadilbit F Continued) 
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-SECRETARY ' Ea^y /average KIDDER* COUNTY AGENT'S OFJPICg 

c*Thls model Includes a conglomeration of jobs that a County Agent has given 
to his secretary to perform for him/ Almost the entire model includes the 
use of a typewriter. The secretary in this model types reports, letters 
from longhand and typed letters with -changes or corrections, listings, 
numbers, and isncxmcemed with the filing of carbon copies of letters typed* 

Equipment Recommended: typewriter, pen, some type of duplcation equipnent, 
adding machine . ' ' 



SECRETARY ^ Eas^/average NORTHLAND CHEMICAL COMPANY 

Typing and s^horthand skill and stencil duplicating isHcequired, Most 
projects require typing oMetters on stencils for mailing to all dealers. 
Some projects require completing forms -for insurann^e and consignment 
purposes. Contingencies are provided to supplement previous projects* ^ 

Equipment RecoirSnended: typewriter, transcribing machine, ^stencil duplicator, 
xerox machine, calculator or adding machine 

GENERAL SECRETARY ^Difficult MINOT BUILDERS SUPPLY ASSOCIATION 

Difficult secretary position — shorthand, tyijitig .required^ and bookkeeping 
and office machines helpful, A number of options are available and by 
assigning only certain projects, an average student could use the model. 
Contingencies are included to add additional flexibility. 

Equipment Recommended: typewriter, adding-listing machine, transcribing 
machines ^(or shorthand supplies) , spirit duplicator, calculator or adding 
machine, three-hole piffich or hand punch 

/ 

GENERAL SECRETARY Average/difficult FARGO PUBLIC SCHOOLS 

This 4)osition requires shorthand (or machine transcription skill), 
transcribing, typing of correspondence, forms, and reports. Bookkeeping 
activities Include keeping an accurate record of "17 school audio-visual 
accounts; well as maintaining equipment and inventory charts. 
Variations are provided through the use of contingencies. 

Equipment Recommended: typewriter, duplicator, adding machine, transcribing 
equipment (optional) 



IN--SERVICE SECRETARY Easy/avcrag6 THE UNITED HOSPITAL 

Much typing is required for this position. Letters, minutes of meetings, 
policy revisions, memos, bulletins, and purchase requisitions and orders 
are typed. Many projects call for entry work with, an end of month 
bulletin required from this information. Some clegree of imagination^ is 
needed in preparing attractive designs on memos that nte posted on bulletin < 
boards. Contingencies arc provided to supplement previous projects. 



Equipment Recommfmd'»d : ^typcwrller, mimeograph, duplicator i stapler 
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SUPERINTENDENT'S SECRETARY Easy /average STEELE PUBLIC SCHOOL 

This tnodel is a conglomeration of projects that a secretary may have to do 
for a superintendent in a small high school. A considerable amount of 
typing is included- in the preparation of reports, ordering supplies and ^ 
commodities, transcripts, and letters. 

Equi^pment Recommendfed: typewriter, spirit duplicator, stapler, adding 
machine ^ - [':• 



STHIOGRAPHER 



Average /difficult. 



CRABTREE INSURANCE AGENCY 



..lis position is modeled after the stenographer's activij;ies in a three- 
glkl bffice, with the insurance. agent as the owner of the company. The 
ste^grapher sometimes helps the other two office personnel with their 
wbrk\yer-load. She types correspondence, memos, and reports from rough 
draft Atakes dictation, or transcribes from machine. She prepares and 
types begets, forms, and reports as directed by the agent. The^incoming 
and outgoing mail is part of her. responsibility as well as answering the 
telephone Wd handling walk-in customers. This "outside-world" contact 
is simulate^ through instructions in the project, requiring some decision 
making on 

^qulpmWt Reco^ended: electric typewriter, adding/ calculating machine, 
transcription machine, duplicating equipment 



/ 



STENOGRAPHER 



Average/difficult , PIONEER MUTUAL LIFE INSURANCE COMPANY 



Transcription and typiivg skill required. Secretarial pool type assignments j 
make up the bulk of theNprojects. Most projects are unrelated and contingen-| 
cies are included, makirl^ the model very flexible. 

Equipment Recommended: ty^wrlter, transcription machine, adding- lisrtlng 
machine, mimeograph machine 



TELEPHONE CLERK 



Average 



NORTHWESTERN BELL TELEPHONE COMPANY 



The telephone clerk occupational nbdel is based on actual telephone activities. 
The following is a description of the activities: 

1. Customer contact. Talks witV^ customers and takes necessary action 
to handle requests. The telephone clerk is responsible for 25 
accounts . \ 

2. Clerical. Maintains records and^ files necessary to perform the 
cusjfomer contact and collection work. 

3. Bookkeeping. Keeps customer accounts up-dated at her desk at all 
times so that customer contact is cVccurate and complete. 

Equipment Recommended: typewriter, telcphQne,ydding/ calculating machine, 
calculator 
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Average/difficult- I NOKATO STATE BANK 



Bookkeeping and typing required plus skill operating an addiixg machine, * 
The model involves a great quantity of detail checking and balancing work 
which is simple but requires patience and concentration. Both teJLler 
and simple bookkeepings tasks are included. Contingeaicles are included to 
bring some flexibllityT but most^bf the projects muSt 1>e comp4.eted in a 
sequential order. . . . ' . 

Equipment Recoiamended: posting maphdne or billing machine* or tVpe^rriter, 
adding- lis ting machine, calculating, machine 



TYPIST 



Average/difficult . :ROUGHRIDER COUNTY -WELFARE' OFFICE 



This occupational model requires moderately difficult and varied tyetng and 
clerical work. Typing responsibilities- come from ai^ or all qf the other 
office p^^fsonnei in the Welfare Office, Specific typing 'experiences dnclude 
preparing corifte'poad^nce foV-^utgoing mail, answer^g routine office 
correspondence, preparing transcripts from rough ^J^aft reports, typing , 
from dlctatipn machine, and, completing detailed itiformatiou on numerous 
types of forms. The occupational model requires/ above average aklll In 

-typing, spelling,' business English, arithmetic, /and using transcribing 
machines. It is recommended that the student coiKplete all projects In the^ 
model for a more comprehensive understanding of the work performance * 

^ required of a typist In the-W^lfare Office. 

Equipment Recommended: electric typewriter, adding machine, transcribing 
machii^e (If teacher dictates on machine), pen 



/ 
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Central Valley 
Coopers to\/n 
Farfio, South 
Garrison 

Grand Forks > Central 
Larinore 
^Lisbon 
Ilicl\;a.y " 
Ifinot 

Rockford 
Turk 'liver 
Scrnwton 
Staitley 
Towner 
Valley City 
^ V/eot Fajfgo 
.\:illjj»Gtoa 



Darlayi\;or]ey 
Jones ^ott 
Cathie ]^,crgu3on 



Donna LarRou 

Moine Gates 

ilarj' Arndt 

Dorla Stroh \ 

. Jopu Guenther 

Curtis Tonnoaou * 
Sa3n Verbitskj^ 

Gary Ilalverson 

Denni.s Hudson 

Dale Lkstron 

Wallace Garl^cl 

nharou .^t, Aubin 

?voncr ;ter[;enthal. 

Arliri Prochnov; 

Kennin ivoUlnau 
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tUSlNiSS AND VOCATIONAL EDUCATION 



... 



GRAND FORKS 58201 



:ERic 



Mr.. Wallace Garbel 
Stanley High School 
Stanley,! nj) 58784 

Dear Wallace: 

Your participation in field ,u ng the North Dakota Occupational Models is 
a very important phase ot tl ► ,.re^-ye^r exemplary proje».L. Vocational office 
education teachers and students thrpughout the state, as well as the\ nation, 
will benefit from your contribution. - \ J 

The evaluation you provide wilJ be instrumental in perfecting these Jareer 
packets. Additionally, classroom implementation techniques you describe 
will be Incorporated in developing a teachers* handbook. 

Your detailed reactions and opinions are therefore solicited. We, requiest 
your response on the attached questionnaire; but "please do. not feel limited 
by the items as stated, since the^ instrument is intended as a guide. 

One' innovative North Dakota teacher suggests keeping a daily log notebook 
handy in which to record daily student /teacher remarks, problems, and 
questions; as well as interesting, exciting, office-lab 'liappenings." ^ 

Thank you for your cooperation in field testing. It is sincerely appreciated. 
The North Dakota Occupational. Model concept of teaching office education will 
be succes^fu; >^ icaUse of your participation and professional diligence in the 
evaluation proc^ess* 

\ Cordially yours>^ 



John L, Rowe\ ' ^ 

Chairman, Department of Business 
and VocatlonalNJSducation 




Olive Church / 
"^search Coordinator 




ce 



Enclosures 



\ ' 
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LEVEL OF DIFFICULTY EVALUATION 



■.The attached de^^cription of Occupational Models Includes an ability rating 
for each model. This estimate was arrived at In terras of the "average-ability" 
student. • 

; 

Pleasp indicate the number of students you estimate could be classified in 
each of the ability-level categories (Your classrocmi) 



LEVEL OF ABILITY: (Number of Students) 



BELOW-AVERAGE 



,/ 

/ AVERAGE 

/ 



ABOVE-AVERAGE 



Based on your classroom ^ield testing, how would you rate the Occupational \ 
Models? " .* , /' ' . 



<1) OCCUPATIONAL MODEL TESTED: 



LEVEL OF DIFFICULTY: 



EASY 



AVERAGE 



DIFFICULT 



(2) OCCUPATIONAL MODEL TESTED: 

LEVEL OF DIFFICULTV: 
KASY 



(3) OCCUPATXONAL MODEL tIeSXED: 



. LEVEL OF DIFFICULTY^ 




\ 



EASY 



1/ 



AVERAGE 



AVERAGE 



DIFFICULT 



DIFFICULT 



\ 



Exhibit J ^^ 5 

TEACHER QUESTIONNAIRE AND EVAUIATTON SHEET; NORTH DAKOTA OCCUPATIONAL MODELS 



NAME 



CLASS (OE, Ty^pewriting II, etc). 



OCCUPATIONAL MODELtJ USED 



SCHOOL 



STUDENTS (No.) 



(Use another sheet if necessary) 

I 

bllGGESTIONS FOR REVISIONS 

!• Format (arrangement of models, sequence, etc.) 5 



2» Company Manual; 



\3. Procedures Manual: 



4, Emj)loyee*s Manual: 



5. Evaluation Sheetn: 



^^""^ ^"'-^ '^'^^'^•^■■Alt'»-_A.in i:VAl.UATl()H SIIEKT: NI) ncClTATIONAL rfODKLH 

1. llcK/ did you orient studnpts to tho N'ortli Dakota Occupational Model concept? 



2. liow did you and your students "assune the role"? (teacher - supervisor 

students ~ employees) 



3. How did you develop an "office environment?" 



4. Did you inplcment any of the following? Check those methods used, and describe. 

In-out' basket ..([at Supervisor's desk) 

J». In-out basket for each cnploycd 



Mailbox for out;:oin,'t nail 

^' Reference books rccdily available ' 

Central Supply (all fonns, supplies, letterheads, etc.) 
— — ^' Tii.ie-cards (tire-clock, 'or other office sintilated device for 

attendance record, etc.) 

CO:?!KMTS: 



5. nid you appoint or '"(crr'' an Adnini^Lratlvc Assistant? Yes No 

If Yes, how did nn crploycG ret this job? Applied Appointed 

If Ves, did L":7loyc;C'' .roLato so that rtorc' than one" person had the opportunity 
ol servmc in tiiis cap.iqity? Yes No 

M you had an Adninistrative Assi'^nt, 'for i;hich of the following was he (slie) 
responsible? 

-I — •^iif.trlbutinr and Inventorying ojf consunable supplies 

^' distributing am! pickln," up r'.nil (frcr- cr.ployce desks or basketr.) 

5* rcprodu'cinr' ej:tr;i forns ?nd ' r.iinf^lies 

pvoofi::-': chL-cLi;-..", ratorials a-ainsC !;c7 foi nailabilitv 

ti"(;/.-:t tendance > c. cird (ti- o c^irds, ti'",-c]ock, or otlicr ncthod) 

^' fji1^»'r nnc;. rftriovin."., (c-ployce record:;, office corresnondcnco, etc.) 

rnyrcl.! ..i.,u1.-,i;,,n ('(.•-lar^-, n-, indicTLJon oT prados, prodAiction, etc.')' 
a. other 

6. ''.aluaLlo^i procedure. • ■.,ic-;- of tiu- inllo\/in" inr.trunenLr. did vou use? 
o!) icclivi.- c;V. hi.-it if)!i Tor' (.i cc rp L/rcj <.•».. r f;iicf.'t) 

b. fuib KMi:fvf rv.i]f'itio!i fen; (ymir evaluation of 'nplovees* attifeiides.ctc.) 

.<:. r. f„l f-^ v.ilu.ii.inn. - ' ^ 

c\< oil). - 



ERIC 



Exhibit K 



STUDENT OPINIONNAIRE 



52 



OPINIONNAIRE: \For students after completing occupational model instruction. 

Directions: Plefase circle the numbered response that most nearly reflects your ovn feelings* 
Circle one response for each question. / 



!• Do you think you learned 
08 much in this class as 
you would have with regular 
textbook materials? 



Z. When you needed help on 
some phase of the 
Occupational Model, wher^ 
did yau usually find the 
answer? 



much 
mor^ 



little 
iiK)re 



Procedures a 
Manual reference 
book 



about 
the 
same 

3 

teacher 



4 


5 


6 


less 


much 


not 


thian 


less 


: 8ur< 



classmate made 
own 



6 

otte 



decision' 



3« Now that you have 
participated in the 
Occupational Model plan 
of Instruction, how do you 
feel about it as a method 
of learning? 



enjoyed 
it very 
much 



enjoyed 
it 

somewhat 



no par- 
ticuJ ar 
feelings 



disliked 
it 

somewhat 



disliked 
it very 
much . 



4, To what do you attribute your feelings (as^ marked in No. 3)? 
applicable : 



Check more thah one. If 



1. more like a real office 

2« learned more about a specific career 

3. learned more about a type of business 

4t freedom to rork at my own rata 

5» individual Violp from the teacher 

6« adcquatb explanation before the v;ork began 

?♦ inadequate explanation before the work began \ 

8* rot enough help from the teacher \ 

9. had to i:ake too much rosponyibJlity (make own decisions, findl an.sweis, 

10. did not seem to learn much about office work \ '"^ 



etc.) 



COMilENTSs 



ERLC 
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5. If you were to take this class again, which method of Instruction would you prefer? 
""! » occupational model 
2» regular textbook and classroom instruction ' ^ 



^3. both the occupational model and regular textbook/classroom Instruction 



4. other 



S« not sure 



6f How that you have worked for a North Dakota company (ies) , would you like to apply for thii 
these positions? . r 

Yes No 



7. If yes, which one(s)? 



8# Why or why not? (refers to irem 7, above) 



9.^ Since working for North Dakota companies, do you think you would like office work? 

Yes' N o 

10# Why or why not? (refers to item 9, above) . 



Exhibit L 

Tlic University of North Dakota 

GRAND FORKS 58201. 

DEPARTMENT OF BUSINESS EDUCATION , Novenfcer 2p, 1972 



ERLC 



Gentlemen: 



You rnay recall the University of North Dakota office simulation study in 
which your company participated during the spring of 1971. Now that we 
are in our third and final phase we thought y^u might like to know the status ^ 
of the project. / 

Yow help in the data gathering process wa^^'most valuable in the development 
of anf)roximately 6,000 pages of written c/rriculum materials which have been 
pre/ared for office education students irf thi state. This year 325 No-th n^nt-a 
Bv A " '/?Q^? 'Jf field.t^sting the instructional pickets!^ ""^"'^ 

By August 1973 all vocational office education classes in the entire state 
wij.1 have access to the materials. / 

Without your cooperation in provid^-flg intervi^s to university research staff 
for the purpose, of making job analyses of selected office positions, this 
extensive program would not have/been possible. The diligence of your employees 
in collecting forms and recordir^, details of their work procedures is especial 
note worthy It is this kind of mselfisk^ interest on tJe part of buslnesr ^ 
people which c^n make education more relevant to the "real" world of work. 

b'^loveler i)'°'Lf ,d Ti"'' 1"^=' your local, newspaper 

let^t^^ B ^h ^. "^'^ '° additions or suggest changes please 

StLrnpn^: . University Business Education staff and the North Dakota 
State Department for Vocational Education -feel that you should receive recognition 
for your active support and contribution to the students in thL sJIte ^ 

Sincerely yoiirs, , 

' John L. Rowe, Chairman 

Business and Vocational Education 



. L2f 

Enclojfiure 



Olive Church 
Research Coordinator 



